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1 Installation and Setup
· Download the setup program for Troopmaster 2011 from the Troopmaster website:  http://www.troopmaster.com/download/troopmaster.html.  This is a large file, approximately 20 MB, which may take some time to download, depending on the speed of your internet connection.
· Install Troopmaster 2011.

a. At the first screen, accept the license agreement.

b. At the next screen, you will be asked if you have a license key.  Press the “Yes” button.

c. At the next screen, select “Express Setup” and press the “Next” button.

d. Next, the setup program will start to copy files.  It will then ask for the software license information.  Enter information provided below:
i. Customer:  6064

ii. Unit #: 777

iii. License Key: 6609470

iv. Expiration: 12/10/11
Press the “Activate” button to continue.

e. Allow the install to complete, pressing “Finish” when prompted.

f. You will be prompted for a system restart for the changes to take effect.  Press the “OK” button to proceed with the restart or press “Cancel” to manually restart later.
· Launch the program.  The screen will look similar to Figure 1-1 below.

By default, the “Tip of the Day” window will be displayed every time the program is launched.  This can be turned off by deselecting the checkbox in the lower left corner of the screen labeled “Display tips at startup”.  Close the “Tip of the Day” window by pressing the X in the upper right corner.
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Figure 1‑1  Troopmaster Main Screen
· When the program is launched for the very first time, the user will be presented with a message as shown in Figure 1‑2 below.
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Figure 1‑2  Convert Data Screen
Note that our database administrator has already done the necessary conversion.  Therefore, this step needs to be skipped.  To do so, press the “No” button.
· Now you are ready to setup the DotNet feature.  In the main menu, select “File – TroopMaster DotNet”.  A window similar to Figure 1‑3 below will be displayed.  Press the “OK” button to proceed to the DotNet settings.
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Figure 1‑3  System Message - Troopmaster DotNet
· In the subsequent window, enter the information as shown in Figure 1‑4 below.  Be sure to substitute your personal information in the “Contact Info” section.  When all information has been entered, press the “OK” button.
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Figure 1‑4  Troopmaster DotNet Settings
Very Important:  At this screen, DO NOT press the “Initialize Database” button.  This is a one-time initialization task that only needs to be done when the records database is first setup, which has already been done.  By pressing that button now, the database will be re-initialized, thereby erasing the existing data!
· Troopmaster will attempt to download the records database to a working copy on the local computer.  A message window similar to Figure 1‑5 below will be displayed.
[image: image6.png]{Net Database

7)) Trooptester il now downioad the ke dtabasefrom your FTP sk

(=]





Figure 1‑5  Troopmaster DotNet Database
Press the “OK” button to proceed.
At this point, Troopmaster is retrieving the database.  The very first time this is attempted, a message similar to Figure 1‑6 below will be displayed.
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Figure 1‑6  Validating Decryption
Press the “OK” button to proceed.

· Troopmaster will warn that an incorrect password is being used.  A display similar to Figure 1‑7 below will be displayed.

This warning is technically correct since no password has yet been specified.
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Figure 1‑7  Database Decryption
Press the “OK” button to proceed.
A note about Passwords

As we are currently using Troopmaster, we have implemented 2 different types of passwords:

Data Encryption:  To ensure protection of sensitive personal data, all records are encrypted.  In order to properly read the data, the user must specify the correct encryption password.  This is a single password that applies to all the records in the database.

Data Access:  Troopmaster allows database administrators to specify which parts of the database can be updated by other users based on password assignments.
· At this point, Troopmaster will prompt for the data encryption password with a display similar to Figure 1‑8.
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Figure 1‑8  Data Encryption Password
Enter the data encryption password.  This password will be supplied by either Mr. Schubel or Mr. Cardenas, in an external communication (email, phone, etc).
Press the “OK” button to proceed.

· Now that the encryption password has been specified, Troopmaster will require the data access password.  Because this password is initially unspecified, Troopmaster will display a warning message similar to Figure 1‑9 below.
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Figure 1‑9  Data Access Password Information
Press the “OK” button to proceed.

· Troopmaster will now prompt for the data access password with a display similar to Figure 1‑10 below.
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Figure 1‑10  Data Access Password
Enter the data access password that is specific to your function.  This password will be supplied by either Mr. Schubel or Mr. Cardenas, in an external communication (email, phone, etc).
Press the “OK” button to proceed.

At this point, Troopmaster has verified all passwords and has moved a copy of the records into a working folder on the local computer.
Troopmaster is now ready for use!
2 Record Management
2.1 Activities
2.1.1 Entering Activity Information
· In the main menu, select “Activities – Activity Management”.  This will display a list of events similar to Figure 2.1.1‑1 below.
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Figure 2.1.1‑1  Activity Management
· Select the desired activity and press the “Edit/Review” button on the right.  This will display a screen similar to Figure 2.1.1‑2 below.
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Figure 2.1.1‑2  Edit/Review Activity
· Select the Scouts that will be receiving the activity credit.  Remember to use Shift-Click (for a contiguous list selection) or Ctrl-Click (disjointed list selection).  When all desired Scouts are selected, press the “Credit Member(s)” button just below the list.
· Press the OK button when done.
2.1.2 Printing Activity Information
· In the main menu, select “Reports – Activities – Activities by Type”.  This will display a list of events similar to Figure 2.1.2‑1 below.
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Figure 2.1.2‑1  Activities by Type
· Select the Activity Type in the left pane, setup any options on the right, and press OK.  This will generate the desired report and will look similar to Figure 2.1.2‑2 below.
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Figure 2.1.2‑2  Activity Report
Use the tool bar along to top to perform the following actions:

· View, using the left/right navigation arrows.

· Save, using the little disk icon.  Possible file formats include PDF, HTML, RTF, and TXT.

· Print, using the printer icon.

For now, we have only setup Meetings.  In the very near future, we will add Service Projects, which the Scribe will also be responsible for, and also Camping, which Mr. McDonald will be responsible for.
2.2 Troop Roster

Generating a new Troop roster will require that data be exported from Troopmaster, which we then import into Microsoft Excel for formatting and data manipulation.
2.2.1 Export Data to Text File
· In the main menu, select “File – Export – ASCII Delimited”.  A screen similar to Figure 2.2.1‑1 below will be displayed.
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Figure 2.2.1‑1  Export Data
· In the “Select export format” group, use the drop down selector.  In addition to the “New Export” entry that is displayed by default, there are 2 other entries:
· Roster-Adults
· Roster-Scouts
· Select the desired data set, Scouts or Adults (typically, a new roster listing will require both data sets to be exported).  Notice that the “Fields to Export” list, slightly to the left, will be updated according to the selected data set.
· Press the Export button in the lower right corner.  You will be prompted for the name and location of the saved file.
· When done, press the Close button
2.2.2 Import Text Data into Microsoft Excel

· Launch Microsoft Excel.
· In the main menu, select File – Open.  The File Open dialog, similar to Figure 2.2.2‑1 below, will be displayed.
[image: image17.png]Lok

[ty bocnents

iy Recene
O ocuments

@ vesicon
o

Documents
wy
9 G

Hy Natwerk
e

B
So0ey

Seaktns

Sty ideo Convrter
D107
Sicompressierro
Dcyberink
Siponnisds
iorvetetierr
Srsory
Smcsur

=

Sy Dot Sources
Sy esoois

Sy Peeking Fies
Sy Heetings

B s

@y prtres

Sy pspFies

ES

Type
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder
File Folder

Date Modfied
10/2/2008 11:17 AM
4212009 9:02 AM
31272009 6:39 AM
6/23(2008 122 PM
422/2010 11:25 A
7110/2008 9:30 P
5/5/20106:55 M
429/2009 1015 AM
121012009 7:56 AM
311812010 320 P
1/13/2005 8:30 AM
121012009 11:36 A
1/14]2005 9:34 AM
41142010 8:13 M
6152009 8:00 AM
6/4/2009 6:12 AM
6412009 612 AM
5182010 7:05 AM

Fleame: |

Files of type:

o

e * o

bt





Figure 2.2.2‑1  Microsoft Excel, File Open
· First, select the “Files of type:” drop down selector and select “Text Files (*.prn; *.txt; *.csv)”.  Now navigate and select the file that was previously exported from Troopmaster, followed by pressing the “Open” button
· Microsoft Excel will now launch its integrated Text Import Wizard.  A screen similar to Figure 2.2.2‑2 below will be shown.
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Figure 2.2.2‑2  Microsoft Excel, Text Import, Step 1
· By default, “Delimited” is selected.  Leave it on the Delimited selection and press Next.  Step 2 of the Text Import will be displayed, similar to Figure 2.2.2‑3 below.
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Figure 2.2.2‑3  Microsoft Excel, Text Import, Step 2
· In the “Delimiters” section, in addition to the “Tab” delimiter that is selected by default, select the “Comma” delimiter.  Press the Finish button (there is no need to continue to step 3 of the wizard).

· Repeat the previous steps for all exported files from Troopmaster.  Notice that each such file will eventually end up in a separate Excel spreadsheet.

· We typically will insert all individual files into one spreadsheet, one per tab in the final spreadsheet.  Format the spreadsheet as desired.

· When done, do a “Save As”, to save the final spreadsheet with the desired file name and into the desired location.  This is accomplished using the “File – Save As” entry in the main menu and will produce a dialog similar to Figure 2.2.2‑4 as shown below.
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Figure 2.2.2‑4  Microsoft Excel, Save As
· Remember to change the file type (in the “Save as type:” drop down selector) to Microsoft Excel (*.xls) format.
- i -
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